RD I nstruction 2006-Y

PART 2006 - MANAGEMENT
Subpart Y - Commercial Of-the-Shelf Software
§2006. 1201 Ceneral

This Instruction establishes procedures for the purchase and use of
comercial off-the-shelf software

§2006. 1202 Definitions.

Commercial Of-the-shelf (COIS) software. Software avail able on the
open mar ket for personal conmputers (PCs), portable conputers (e.g.,

| apt op or notebook), and multi-user processors (e.g., file servers).
Exampl es of COTIS software are Qperating Systenms, Internet Wrld Wde Wb
(WMWY browsers, word processing, spreadsheet, database nanagenment, and
conmuni cati on packages -- either LAN-based, nulti-user, or single user
versions. For the purpose of this Instruction, COIS software excludes
sof tware residing on mainfranes

Freeware and shareware software. Freeware is software avail abl e without
charge and shareware software is that which is generally available for a
m ni mal charge froma variety of sources such as the WWV el ectronic
bull etin boards, trade nmagazi nes, universities, other credit

organi zati ons, or extension services. GCenerally, this software is
avai | abl e wi thout warranty or vendor support.

§2006. 1203 Policy.

(a) COIS software requiring paynment for its use shall be obtained

t hrough normal procurenent channels and |icensing requirenents shall be
nmet, before that software is used -- unless the software has been

provi ded by the vendor for "evaluation"” or simlar purposes.

(b) Software shall be | oaded, stored, or operated on RD computers for
of ficial Governnent business purposes. Supervisors nmay authorize

enpl oyees to practice using software to develop the skills necessary to
effectively use the software in the performance of their jobs. Software
to be used solely for an enpl oyee’s personal use shall not be | oaded on
RD conput ers.
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(c) COIS software is permitted for any official task, except to
determne eligibility for Ioans, grants, or related | oan naking or
servicing actions, unless authorized for such use in witing by the
seni or manager (Assistant or Deputy Adm nistrator |evel) of that
progr am

(d) The Chief Information O ficer shall periodically issue an
unnunbered | etter which identifies RD standard COTS software, such as

M crosoft O fice. (The Centralized Help Desk or other RD Hel p Desks may
not be able to provide technical support for non-standard software.)

(e) State Directors, Division Directors, and Staff Directors (and
above) shall ensure that:

(1) COrIS software is tested for viruses before use and is
conpati bl e and does not interfere with, existing RD officia

software and hardware configurations. No freeware should be | oaded
wi t hout perm ssion of at least the first |evel supervisor and both
"freeware and shareware" should be tested for viruses before any use
takes place. Virus testing shall use virus scanning software or

ot her technical methods as prescribed in Instruction 2006-Z

I nformati on Systens Security;

(2) If the A Ohas identified a standard COTS software package for
RD use, conpeting COTS software shall not be purchased.

§2006. 1204 Purchase of COTS.

State or organi zational unit funds rmay be used for COTS software
purchases. COTS software shall be purchased in accordance with Instruction
2006- EE, | RM Techni cal Approval Process.
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